FEDERAL TRAVEL REGULATION
Chapter 301—Travel Allowances

§ 301-3.3

onjgin and destination points (including con-,
nedtion points) provide only premium-clasg
accqmmodations, and the employee certifigs
this ¢ircumstance on the travel voucher.

(ii) \Wo space available in coach-class [ac-
commoations. The use of premium-£lass
other than first-class airline accommodgtions
may be juthorized or approved when/space
is not avadjlable in coach-class airline Accom-
modations\on any scheduled flight/in time
‘to accomplish the purpose of th¢ official
travel, which is so urgent that it £annot be
postponed. '

(iii) Travel by an employee withfa disability.
The use of prémium-class oth¢r than first-
class airline actommodations /may be au-
thorized or apprqved when n¢cessary to ac-
commodate an ‘employee’s/ disability or
other physical imppirment, gnd the employ-
ee’s condition is substantiaged in writing by
competent medical \authqgrity. The use of
premium-class other \thap first-class airline
accommodations also gy be authorized for
an attendant, who authorized under
§ 301-9.2(c)(1) of this ¢ghapter to accompany
the employee, when the &gmployee is author-
ized use of premiung-clas§ other than first-
class airline accomimodatipns and requires
the attendant’s services en rute.

(iv) Security pprposes or \exceptional cir-
cumstances. The fuse of premiym-class other
than first-class dirline accommypdations may
be authorized for approved when such ac-
commodationy are required for security pur-
poses or becguse exceptional cirdumstances,
as determingd by the agency heay (or his/
her designeg), make their use essendjal to the
successful /jperformance of the agendy’s mis-
sion.

(v) Ijadequate foreign carrier coach-class
accomnjodations. The use of premium\class
other fhan first-class airline accommodatjons
may /be authorized or approved hen
coagh-class airline accommodations on f{r-
eigp carriers do not provide adequate sanity-
tigh or health standards, and the use of fo
ejgn flag air carrier service is approved in

accordance with the Fly America Act (see
N\301-3.6 of this part for rules governing
the use of U.S. flag carriers).

(Xi) Overall cost savings. The use of pré-
miurR-class other than first-class airline Ac-
commpdations may be authorized or/ap-
proved, when such accommodations would
result in\ an overall savings to the Ggvern-
ment baged on economic considefations,
such as the avoidance of additional/ subsist-
ence costs,\pvertime, or lost produgtive time
that would e incurred while awajting avail-
ability of coath-class accommodations.

(vii) Use of Yrequent traveler benefits. The
use of premiumj-class other than first-class
airline accommodgdations may/be authorized
or approved when obtained As an accommo-
dations upgrade thyough t}e redemption of
frequent traveler beyefits.

-(viii) Acceptance of papment from a non-
Federal source. The \ge of premium-class
other than first-class ait{ine accommodations
may be authorized ¢r dApproved when the
is paid in full

with part 304-1
title. o
(ix) Travel i

pjoyee shall not be eligible for a rest stop ey
oute or a rest period upon arrival at the

.

(] (1] 3 4D C

(e) Agency reporting requirements for first-
class travel. Each agency shall submit to the
General Services Administration (GSA), no
later than 60 days after the end of each

Amendment 32: 9-14-93
Effective: 10-29-93
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Part 301-3—Use of Commercial Transportation

fiscal year, a report of all first-class travel
authorized by the agency during the fiscal
year. This report has been assigned Inter-
agency Report Control No. 0411-GSA-
AN. The rules in paragraph (e) (1)
through (4) of this section govern data
collection, submission requirements, re-
porting procedures, and exceptions.

(1) Data collection. Each agency shall col-
lect the following data for each instance an
employee uses first-class accommodations
that are authorized under paragraph (b), (c),
or (d) of this section:

(i) Mode of travel (i.e., airline, steamer, or
train);

(ii)) Name of traveler;
(iii) Origin and destination points;
(iv) Beginning date of travel;

(v) Purpose of travel (i.e., site visit, infor-
mation meeting, training attendance, speech
or presentation, conference attendance, relo-
cation, entitlement travel, special mission
travel, emergency travel, or other travel
purposes);

(vi) Circumstances justifying use of first-
class accommodations (i.e., no other reason-
ably available accommodations, travel by an
employee with a disability, security reasons,
or inadequate foreign coach-class train ac-
commodations);

(vil) Actual first-class accommodations
fare; and

(viii) Coach-class accommodations fare
(or in the case of steamers, lowest-class
steamer accommodations fare) for the actual
route used.

(2) Submission requirements. Each agency
shall submit to GSA a cover letter with the
agency name, the name of a person to con-
tact for further information, and a phone
number where the contact person may be
reached. The cover letter also shall state the
total number of records reported, the total
actual cost of first-class accommodations re-
ported, and the total cost of alternative

coach-class accommodations based on the
actual route used. Agencies must submit an
IBM MS-DOS compatible floppy disk
(either 3%" or 5%") with an ASCII file
containing the first-class accommodations
use records in the following data format:

(1) The first field in each record will be
the “mode of travel” field containing one
(1) numeric character corresponding to the
mode of travel. Use the following codes in
the mode of travel field:

Mode of travel Code
AIIplane........coooiiciiierccr et 0
ShHIP ettt n e 1
TIAIN..c.nneeeeierereeeererecrreeereessesessisseeesressessssnressans 2

(i) The second field in each record will
be the “name of traveler” field with forty-
five (45) available alphanumeric character
spaces containing the name of the traveler
for whom first-class accommodations were
authorized and used. Enter each record in
upper case letters starting with the last
name, followed by the first name, and the
middle initial. Include a comma after the
last name, but do not include the period
after the middle initial (e.g., DOE, JOHN
A).

(iii) The third field in each record will be
the “origin point” field with thirty-five (35)
available alphanumeric character spaces
containing the origin city and state (or
country of origin for travel outside the
United States). Enter the record in upper
case letters. Use standard two (2) letter state
abbreviations, but ‘enter the full name of the
country, if other than the United States, to
the extent the field size will accommodate
the full name (e.g.,, CHICAGO, IL; SAN
JUAN, PUERTO RICO; or PARIS,
FRANCE).

(iv) The fourth field in each record will
be the “destination point” field with thirty-
five (35) available alphanumeric character
spaces containing the destination city and
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FEDERAL TRAVEL REGULATION
Chapter 301—Travel Allowances

state (or destination country for travel out-
side the United States). Enter the record in
upper case letters. Use standard two (2)
letter state abbreviations, but enter the full
name of the destination country, if other
than the United States, to the extent the
field size will accommodate the full name.

(v) The fifth field in each record will be
the “beginning date of travel” field with six
(6) numeric characters containing the date
of first-class travel. The first two characters
identify the month (enter O in the first space
for single digit months, e.g., 01 for January);
the second two characters identify the day
of the month (enter O in the first space for
single digit days); and the final two charac-
ters identify the last two digits of the calen-
dar year (e.g., 060193; 091163; or 123189).

(vi) The sixth field in each record will be
the “purpose of travel” field containing one
(1) numeric character corresponding to the
purpose of the travel. Use the following
codes in the purpose of travel field:

Purpose of travel Code
SHte VISIL ..uveveceeeicrirecenereti it e ace e eans 0
Information meeting ...........cocueeveeeveecrnrvarernesnnennas 1
Training attendance............ccoovervinmeecreneccccnnennad 2
Speech or presentation .............ccveiicineincnennnnad 3
Conference attendance ............ccconinevrneiccascancen 4
RelOCREON. ......coeeemieirceciicecca et s eecesaseenrransaaas 5
Entitlement travel ...........ooceeiivreeeennncrnerencseraennend 6
Special mission travel ....... 7
Emergency travel . rresrere et aens . 8
Other travel PUrpoSeS..........occeevtiiricsvircnrensensuereenas 9

(vii) The seventh field in each record will
be the “circumstances justifying use of first-
class accommodations” field containing one
(1) numeric character corresponding to the
circumstances that justified the use of first-
class accommodations. Use the following
codes in the circumstances justifying use of
first-class accommodations field:

§ 301-3.3
Circumstances justifying use of first-class Cod
accommodations €
No other reasonably available accommoda-
tions . reeeerestereen e aenanees 0
DiSability .......ccccvvirecreeenr e e 1
SECUTILY....coemnerrcererccerrieceesrereseene 2
Inadequate foreign coach-class train accommo-
AALIONS ........cvcerrereererereee st ceene e s oeees 3

(viit) The eighth field in each record will
be the “actual first-class accommodations
fare” field with four (4) numeric characters
containing the actual cost of the first-class
accommodations fare expressed in whole
dollar amounts (truncate amounts less than a
dollar from the record and enter the amount
without commas or dollar signs).

(ix) The ninth field in each record will be
the “coach-class accommodations fare for
the actual route used” field with four (4)
numeric characters containing a representa-
tive coach-class accommodations fare (or in
the case of steamers, the lowest-class ac-
commodations fare) for the actual route
used expressed in whole dollar amounts
(truncate amounts less than a dollar from
the record and enter the amount without
commas or dollar signs). The coach-class
accommodations fare is the fare that would
have been paid if the employee had traveled
the same route using coach-class accommo-
dations.

(3) Reporting procedures. Agencies shall
submit the reports (floppy disk with cover
letter) to the General Services Administra-
tion, Transportation Management Division
(FBX), Washington, DC 20406. The reports
must be submitted no later than 60 days
after the end of the fiscal year in which the
first-class travel began.

(4) Exceptions. To the extent that informa-
tion is protected from disclosure by statute
or Executive Order, an agency is not re-
quired to furnish data otherwise required to
be reported. Information that may be dis-
closed shall be submitted to GSA. When

Amendment 32: 9-14-93
Effective: 10-29-93
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specific information required in paragraph
(e)(1) of this section is protected from public
disclosure, an agency shall submit in its cover
letter the aggregate information listed in para-
graphs (e)(4) (i) through (iii) of this section
unless the aggregate information also is pro-
tected from public disclosure.

(i) Aggregate number of authorized first-
class trips that are protected from disclosure.

(ii) Aggregate total of actual first-class
accommodations fares paid.

(iii) Aggregate total of coach-class accom-
modations fares for the actual route used.

8301-3.4 Specilal fares.
a) [Reserved]

(b)\Reduced rates—(1) Use of special lowg
fares. ) Through-fares, special fares, com-
mutation\fares, excursion fares, and redyced-
rate round\rip fares shall be used for gificial
travel when\it can be determined before the
start of a trip\that this type of servigé is prac-
tical and ecoRomical to the (Fovernment.
Round-trip ticketd\ for special lowgr fares which
are restricted or\ have spegific eligibility
requirements shall B¢ secured’ only when, on
the basis of the journey as planned, it is known
or can be reasonably antcjpated that these tick-
ets will be used. The Mse of special lower
fares under these prgvisigns does not take
precedence over the shandatogy use of contract
air fares between felected cKy-pairs as pre-
scribed in paragidph (b)(1)(ii) &f this section.

(ii) For the /ise of contract aiN carriers for
official trave}/between certain cities/girports, all
agencies, eXcept DOD, shall follow \the poli-
cies, progédures, and requirements prowided in
part 30}£15, subpart B. DOD must follok pro-

(2) Reduced group or charter fares offereqg
travel agents. (i) Reduced fares for groyp
or ¢harter arrangements available only throdgh

request but must ke
the traveler shall ¥
from his/her own

vance (see part 301

may be paid for the travel costs incurred \pot
to/ exceed the cost which would have begn
roperly chargeable to the Government 1

Next-page-is-3-5:

cedurg§ established in the Defense Traffic
Management  Regulation, AR 55-355/
NAVSUPINST 4600.70/AFR  75-2/MCQ
P4600.14B/DLAR 4500.3.
Amendment 50: 10-21-96
3-4f Effective: 10-28-96
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